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DE03 Select and Submit a Deliverable Doc with Scheduled Due Date 
 

A. Purpose:  

This document provides definitions important for Deliverable Owners 

 

B. Who this document is for: 

Persons with RMS permissions to close deliverable instances in RMS.  

 

C. Prerequisites: 

Users of this procedure should know also: 

 Basic RMS definitions (How-to V01, V02) 

 How to search the RMS (V03, V03A) 

 Definitions specific to deliverables (DE01) 

 Screen layout specific to deliverables (DE02) 

 Closing a Submitted Deliverable in RMS (DE05 – video) 

 

D. Procedure 

1. Selecting the correct deliverable instance for closure. 

a. Look at the reminder/alert that you receive.   

b. Find the SRD citation, the due date and the LBNL ID#. 

 

 

 
 

2. Close a submitted deliverable instance 

a. Log into database with LDAP info.  

b. Go to "Deliverables Tab". 

c. Select "Scheduled Deliverables" 

 

 
 

924999 

b. Select "Deliverables" 

c. Select "Scheduled Deliverables" 

Use these to help pinpoint the 
deliverable in RMS.  
[Yes, the "00:00:00 PST" is overkill - 
ok to ignore.] 



DE03 Selecting a Deliverable Instance with a Scheduled Due Date 

LBNL Doc # 04.04.001.403-DE03  page 2 
7 December 2014 

The official or current version is located in the repository for Institutional Documents, accessible via OCA’s website.  Printed or 
electronically transmitted copies are not official.  Users are responsible for working with the latest approved revision. 

 

d. A list of the Scheduled Deliverables that are in your Inbox results. 

e. Using the info from the Alert, identify the Deliverable of interest.   

i. Look for columns "LBNL/BSO ID Number" and "Due Date".  You may have to 

shuffle them to appear at towards the left of the table. 

ii. Step through the list to find the number and due date.  Note you can re-order any 

column (ascending, descending). 

f. Find the correct deliverable instance in the list. Select it. 

 

 

 

 
 

 

 

 

 

g. Details of the line item appear as shown.  Review the info to make sure it is indeed the 

one of interest.  If it is, select "Open" to continue.  If it is not the right one, then go back 

to step (e). 

h. Enter Delivery Date (hit green button to activate) 

i. (Optional) Add comments (activate by clicking green button).  450 character limit. 

j. (Optional) Link and/or attach items (activate by clicking green buttons).  3MB file limit 

to attach. 

k. (Optional) Change RMC representative if not current. 

l. Select “Complete Task” when information is entered.  Deliverable instance is now 

closed.  Owner, persons named as “additional”, the RMC rep, and the RM PM will 

receive notification of completion. 
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e. Scroll to right to find these 2 columns - 
drag each to the left so you can see them 
together. 

f. This line matches the Alert info. 
Select it. 
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g. Detail Panel opens. 
     Review info – is this the one of interest? 
      Yes – Select “Open” 
      No – scroll through Job List again (Step c) 

Note:  
Full Requirement detail can be viewed by 
selecting the Associated Req here.  

924999 
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“Open” results in WF Detail (shown) 

h. Hit the green button to activate this (it 
turns grey to black).  Fill in the submit date. 

i. (Optional): Add comments 
by enabling by hitting green 
button. (450 character limit) 

j. (Optional): Add link or 
attach item by enabling by 
hitting green button. 
(3MB file size limit) 

l. Complete Task 
when all is ok. 

k. (Optional): Update RMC 
Rep name.  (Recommend 
leaving it as is)  
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E. Revision History 

Revision Date Who Description 

0 12-3-2012 L.J.Young Initial 

0.1 12-7-2014 L.J.Young Formalize, format 

 

 


